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Handout A: Identifying Your Top 5 Values 

Below are a list of words that represent values. It’s not intended to be exhaustive. There may be 

values that are important to you that you don’t see here. If that’s the case, you can add them.  

 

Circle those values that are really important to you, and from there, to narrow it down to those 

top 5 which are the most important to you, writing those on the 2nd page of the handout.  Before 

you do that, please keep the following points in mind: 

 

1. Your top 5 values reflect what is most important or central to your life.   

2. They should be relevant to your life now. When we’re growing up we often ‘inherit’ 

values from our families and other sources and we carry those values into adulthood.  If 

that’s the case for you and those values still reflect what remains most important to you 

today, great, call them out. If, however they have changed, then call out what is true for 

you now and for the life you want. 

3. Select values not because you think they’re the right ones or that you should select them, 

but because they truly reflect what matters to you. 

4. If it helps consider, what activities, experiences, and/or people bring you joy and cause 

you to feel deeply engaged, connected or satisfied?  The answers provide evidence for 

underlying core values.  
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List your top 5 values: 

1___________________________________________ 

 

2___________________________________________ 

 

3___________________________________________ 

 

4___________________________________________ 

 

5___________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 



  MHN; Enhancing Work-Life Balance      13 

 

Handout B: Life Wheel  

Step 1. Identify Categories (where you put your time and attention) 

 

Start by writing a list of 6 or 8 categories (or parts) of your life in which you put time and 

attention. These are categories that are important to you, either because you enjoy them or 

because they are a part of your responsibilities, or both (see a sample of categories below).  

 

For instance, in a given week you spend time working, and may spend time with family and/or 

friends, doing recreational activities you enjoy, spend time with a partner or boyfriend/girlfriend, 

exercise to stay healthy, etc. Perhaps you are enrolled at a community college, pursuing an 

advanced degree, or attend weekly church services. Choose from the examples below or come up 

with your own.  

 

Note: It may be that the amount of time and energy you put into a given category feels like too 

much or too little; don’t be concerned with that just yet. We’ll touch on that shortly. But for now, 

just list the categories. 

 

Examples: 

Family       Education  

Friendship      Work/career development 

Relationship with spouse/significant other  Self-Care/health/fitness/relaxation 

Volunteerism      Religion/spirituality 

Hobbies/recreation     Home Improvement 

 

 

Write your list here: 

 

1. 

   

2. 

 

3. 

 

4. 

 

5. 

 

6. 

 

7. 

 

8. 
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Step 2. Place your Category Labels on the Wheel 

 

Using your list, write each category outside a section of the wheel.  

To do this, use the blank template, on the last page of your packet, Handout E. Just separate 

that page from the rest of your packet.  

Example:  
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Step 3. Rate How Much Time and Attention You Put into Each Area 

 

Consider each category and using the legend below, answer the question: how much time and/or 

attention am I putting into this area of my life?  

 

0 – None    1 – Very little    2 – A Little    3 – Moderate    4 – Significant    5 – Excessive  

 

Note: A ‘0’ would be at the center of the wheel, whereas a 5 would be on the outside.  

Using the same wheel, mark each score in the respective category.  

Example: 

 

Connect the numbers around the circle. 

Example: 

 

Does your wheel look and feel balanced? 
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Note: A balanced life does not mean maintaining particular numbers (3’s or 4’s for instance) in 

all areas. As we know, some areas need more attention and focus than others, at any given time. 

And inevitably you will need to make choices and compromises, as your time and energy are not 

in unlimited supply! 

 

 

Step 4. Reflect on Your Top Values 

 

Let’s return to the earlier topic of values. Thinking back on the top values you wrote down in 

Handout A, do you think that they are present today in your life (look at your wheel)?  

 

For instance, if one of your values was ‘creativity’, is that present today in your life? Are you 

able to be creative at work, or when you’re enjoying time doing a hobby? Or what if it was 

‘contribution’? Are you perhaps, able to make contributions that feel valuable at work, or when 

you are volunteering, or ?  

 

Consider how, and to what degree, your values are present in where you are putting your time 

and attention. Are you satisfied in this way or would you do you want to experience your top 

values as present even more in your life than you do today?  

 

Jot down any thoughts/ideas you have about what you’d like to see and how you might create 

such opportunities:  
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Step 5. Identify “Ideal” Amounts of Time and Attention 

 

Consider now, what would be your ideal amount of time and attention for each area of your life? 

Using dashed lines, or a different color, or some other strategy, plot the “ideal” scores around 

your wheel of life (dashed lines are used in this example). 

 

Example: 

 

Now you have a visual representation of how much time and energy you currently put into each 

area, and what your ideal looks like.   

 

Step 6. Identify Gaps & Create Action Steps 

 

When you consider a desire to feel balance, which areas are you satisfied with right now? Which 

areas do you think you need/want to spend more (or less) time and/or attention?  Write them 

down.  
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Next, identify any specific actions that you want to take to regain balance. They can be small and 

simple. The idea is to take action. Here are some examples: 

 

 

Area: Family – “I want to have more time together” 

Need/want to do: Have dinner together Mon-Wed-Fri  

Action(s):  

 sit down with family tonight, explaining why this is important and set 

expectations 

 leave work by 5:30 on Mon-Wed-Fri nights 

 

 

Area: Work/Career – “I need/want to exercise regularly ” 

Need/want to do: Walk 4 days a week for 30 minutes 

Action(s):  

 Use my lunch break Monday through Thursday to walk 

 

 

Note: The intent is not to obtain the ideal overnight, but rather, to take steps in the right 

direction; essentially, striving for greater balance.  

In the section below, write down at least 1 action that you can take in the next week that would 

bring you closer to the ideal.  

So, for example, if you rated Family as a ‘2’ (current) and a ‘4’ (for your ideal), list 1 step you 

can take during the next week that would bring you closer to a ‘3’? Have it be something 

relatively simple and most definitely, attainable. Set yourself up for success, not failure.  
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STRIVING for BALANCE 

Area: 

Need/Want to Do: 

Action(s) Required:  

 

 

 

Area: 

Need/Want to Do: 

Action(s) Required:  

 

 

 

Area: 

Need/Want to Do: 

Action(s) Required:  

 

Area: 

Need/Want to Do: 

Action(s) Required:  

 

 

 

• Finally, transfer those intended actions over into your calendar or task list or smartphone 

reminder notifications; whatever you use to manage your time and activities. 

 

o If I’m committing to leaving work at 5:30 on Mondays, Wednesdays and Fridays 

in order to have dinner with my family, I would block out that time on my 

calendar now and perhaps for the first week if it’s something new, and set up 

reminder notifications on my phone.  

 

• If it’s helpful to enter reminders or calendar entries for future weeks and months, then by 

all means do it. Whatever will help you to remember them and carry them out. 
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Handout C: Rocks 

One day an expert in time management was speaking to a group of business students and, to 

drive home a point, used an illustration those students will never forget.  

 

As he stood in front of the group of high-powered overachievers he said, “Okay, time for a quiz.” 

Then he pulled out a one-gallon, wide-mouth Mason jar and set it on the table in front of him. He 

then produced about a dozen fist-sized rocks and carefully placed them, one at a time, into the 

jar. When the jar was filled to the top and no more rocks would fit inside, he asked, “Is this jar 

full?”  

 

Everyone in the class said, “Yes.” The expert said, “Really?” He reached under the table and 

pulled out a bucket of gravel. Then he dumped some gravel in and shook the jar causing pieces 

of gravel to work themselves down into the space between the big rocks. He asked the group 

once more, “Is the jar full?” By this time the class was on to him. “Probably not,” one of them 

answered.” Good!” he replied.  

 

He reached under the table and brought out a bucket of sand. He started dumping the sand in the 

jar and it went into all of the spaces left between the rocks and the gravel. Once more he asked 

the question, “Is this jar full?” “No!” the class shouted.  

 

Once again he said, “Good.” Then he grabbed a pitcher of water and began to pour it in until the 

jar was filled to the brim. Then he looked at the class and asked, “What is the point of this 

illustration?” One eager beaver raised his hand and said, “The point is, no matter how full your 

schedule is, if you try really hard you can always fit some more things in it!”  

 

“No,” the speaker replied, “That’s not the point. The truth this illustration teaches us is: If you 

don’t put the big rocks in first, you’ll never get them in at all.”  

 

What are the ‘big rocks’ in your life? Your children…your loved ones...Your education...Your 

dreams...A worthy cause...Teaching or mentoring others...Doing things that you love...Time for 

yourself...Your health...Your significant other. Remember to put these BIG ROCKS in first or 

you’ll never get them in at all.  

 

If you sweat the little stuff (the gravel, the sand) then you’ll fill your life with little things you 

worry about that don’t really matter, and you’ll never have the real quality time you need to 

spend on the big, important stuff (the big rocks.)  

So, tonight, or in the morning, when you are reflecting on this short story, ask yourself this 

question: What are the ‘big rocks’ in my life?  

Then, put those in your jar first. 
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Handout D: Get Some Sleep 
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Handout E: Life Wheel Template 

 

 

 


